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Before continuing, please spend a few minutes becoming familiar with the images used in this Learning Series:

Image Purpose

To indicate a change in process or functionally that is
expected to significantly increase the user
experience

To indicate a reminder or a relevant note within a
text

To indicate a quick tip or faster way of completing an
action

To number steps on screenshots

] To highlight any part of the screenshot, such as a
button

To draw attention to a relevant section of

information/text (not a button)




Filing and Paying an Additional SUW Tax Return

Users who have the Manage Business Account or the File and Pay Sales, Use and Withholding Taxes only user
role will be able to file and pay an additional SUW tax return.

The Additional Tax Return function is available on the File and Pay a Tax Return page. It should be used when
the tax period a user wished to file for is not listed under the Required Tax Returns listing on the File and Pay
Page.

1. From their MTO homepage, a user will select the business card of the business they wish to file an
additional SUW tax return for.
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Select a business card to perform transactions on behalf of the selected business. To establish access rights te a business not
listed, select "Create a New Business Relationship™. If you would like to file now without creating a business relationship, click
the “Fast File Now" button.
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2. Select “File and Pay a Tax Return” under the File and Pay SUW drop-down menu.
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* Fil d Pay SUW
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3. Select “Additional Tax Return” if the period you wish to file for is not displayed under the Required Tax
Returns list on the page.
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File and Pay a Tax Return

The retuns that are required to e filed by this business are displayed here. Only one tax reburm for each registered sales, use
& withholding tax type Is required based on the businesses filing frequency.

¥You may make muitdple payments within the filing period by using the "Other Pay Optdons” menu.

Required Tax Returns Awvallable Actions
w Flle and Pay SUW
Tax Type Period
SUW Maonthiy - March 2016 Flig and Pay a Tax Return
SUW Mantnly - April 2016 Amend and Pay Processed
Aaturns
SUW Manthly - May 2016 [ 1ae peroas |
o Mantnly - jJune 2016 Wlew and Print Aled Returns
un manty - july 201 ~
SLW Manthdy - July 2016 VLE kETLAE » Other Pay Options
SUW Maninty - Aug 2016
S Maontnly - Sep 2016
SUW Mamihty - Oct 2016
SUW hantndy - Mow 2016
SUW Mamnihiy - Dec 2016
SUW ARnual - 2016

Additional Tax Returns

Choose "Additional Returns” If the period you wish to file for Is not displayed.

Do not select “additional Returns” 1o amend a previoushy filed return.

ADDITIOMNAL TAX RETURMS -

4. Select the “Return Type” (Monthly/Quarterly), Month, and Year of the return you are filing the select
“Continue.”

Additional Tax Returns

To file a return which Is not listed, please select the return
type, month, and tax year of the return you wish to file,

Select a Return

* Return Type * Month

Manthly/Quarterly j December

CANCEL CONTINUE




5. Select the tax types you wish to file for and then select “Continue.”

Select Which Taxes to File

Chroose Tax Types (Check Al That Apply)

M Saies Tax
M Use Tax
M withihobding Ta

CONTINLUE

6. Complete the applicable fields on the SUW tax return you have selected to file. Check the “I declare
under penalty of perjury that this return is true...” statement and select “Submit.”
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2015 Sales, Use and Withholding Taxes Monthly/Quarterly Return

Selected Taxes

® Required

cneck the box(es) for the taxes you are fillng today. By checking a box you are specifylng the tax you are filng and
you will only be presented with Information for that tax.

¥ Sales Tax ® UseTax = Withholding Tax

Warning
If you do not check a box for a tax you are obligated to file, you have not fulfilled your obligation and you may be subject to
a computed assessment, or other acton by the Department, for fallure to file or pay a tax.

Click here for Instructions to complete the electronic filing of this form wsing MTO.

Sales Tax
1. Gross sales & $  1.000.00
2 sales Tax Dus @ s 5000
3. Total Prepald Tax

[Fuel supplier and wiolesaler Prepald Sales Tax schedule 5

Fuel Retaller Supplemental Schedule §

venicle Dealer supplemental schedule §

5

4. Remalning Sales Eligiole for Discount s G000
5. Total of Allowable Discounts Caloulate Discount 5

6. Total Sales Tax Due 5 6000



Use Tax

1. Gross Use © s | 5,000.00
2 Total Use Tax & 3 | 300.00
4 Total of Allowable Discounts Calculate Discount 3

5. Total Use Tax Due s | 30000

Use Tax on ltems Purchased for Business or Personal Usa

. Total Purchases and Withdrawals & s | 1.000.00
2 Use Liabiiity s | 60.00

Withhelding Tax

1. Total Amount of Michigan income Tax Withheld a 5 | 1,000.00
Summary

1. Amount of 5ales, Use and Withholding Tax Due $ | 7360.00
2. Total Prior Payment € $

3. Amount of Tax Due § | 7.360.00
£_Penalty Paid With This Return Caiculate Pensity 3

5. Interest Paid With This Retumn Calculate Interest & 3

6. Payment Due 5 | 7.360.00

B % | declare under penalty of perjury that this return is true and complete to the best of my knowledge.

7. Select “File” in the “Final Check-Is Everything Correct?” box.

Final Check - Is Everything Correct?

You are abourt to Save and File this tax returm.

Make sure that all fieids have been filled out correctly. Once
this is successfully submimed, you will be able o see this
fled reourn on the "Amend and Pay Processed Returns”™
page. In order to go back to make any changes or view one
last time click "Cancel™.

Allow 48 hours for returns made with payment o display

and up To seven days, if received without payment, o allow

wme for the payment o be received separacely.




8. You will receive a confirmation number indicating your return has been filed. Select “Continue” to move
forward to make a payment.

Tax Return Complete

Success
Thank you for your submission. Your confinmation

number is 300000022744,

& Note: The tax return confirmation number will also be emailed to the email listed in your user
profile.

9. Confirm the payment amounts listed for each tax in the “Would you like to make a payment” box. If the
payment amounts by tax are correct, select “Pay.”

If the payment amounts are incorrect due to a credit resulting from prepaid sales tax, select the
“Redistribute Payment/Make Partial Payment” checkbox and enter the payment amounts you wish to
pay by tax.

Would you like to make a payment?

Displayed are the amounts due based on your returm. Any
credit resulting from prepaid sales tax will not be reflected in
your total payment due.

Select the "Redistribute Payment/Make a Partial Payment”
checkbox to manually enter the total payment due after you
have subtracted any credit Fresulting from prepaid sales ax:

Payment Due

Sales Payment
Use (Sales/Rentals) Payment
Use Purchases Payment
withholding Payment
Penalty Payment

Interest Payment 5

Total Payment s | 7.360.00

O Redistribute Payment/Make a Partal Payment




10. Select “Continue” on the “Leaving Michigan Treasury Online” box

Leaving Michigan Treasury Online

Warning

I your continue, you will be being transferred to our
payment center, powered by | P. Morgan Chase

You must select "Continue" within 1 minute or you will
time out and will not be routed 1o the payment center.
Once this happens, you will have to select "Cancel” and

re-enter your payment information
CONTINUE

11. You have now been routed to the pay site powered by JP Morgan Chase. Verify the payment amount
listed, select eCheck or Credit/Debit card to indicate the type of payment you wish to make, complete
required payment information fields and select “Continue.”

Wity THIS IS A TEST SITE

Transactions will NOT be processed.

Powered by 1.F. M

Brivacy Help
m Make a Payment - Sales, Use, Withholding Taxes
Manage Accounis
Pending Payments
To ensure proper payment, please varify the payment information belew, before dicking
Payment History Continue,

This payment may take up to teeo business days to show on yeur Sales, Use, Withholding
acoount at the State of Michigan and may takes up to three business days to appear an
yoar bank or credit card statement.

Bold fields with * are required.

CHASE ©

T you =sr= paying by =Check the payment date must be 2t ===t the next business d=y.

Payment Amount®;
£7,360.00

PAYMENT METHOD

Mew Account®:

@ eChack

O Credit/Debit Card
visa (= oscove

ECHECK ACCOUNT INFORMATION
Bank Routing Mumber®: Bank Account Type*:

= ® Checking () Savings

Bank Account Category™:

Bank Account Number*: © Cons ® Bus
St mnme
Re-anter Bank Account Number™®: O Yes @ No

ek Acsoun Nicknsms:

Credit and debit card payments will be charged a convenience fee (2.75% of the total
payment for credic cards and a fat fiee of £5.95 for debit cards). The fiee will be displayed
on the payment verification scresn. You will have the opportunity to csncel this payment
befors tha fas i charged. The fee will 2ppear 2= 2 separate transacrion on your card
statement and is paid directly to the payment processing vendor.

 Ep ==

Relmas= 13_FOSS & 2002 - 2016 IPMargan Chase Eank, N_A. Srowser Seguirements




12. Verify payment detail, account detail and enter the last four digits of the FEIN or TR number of the
business. Select the “I accept the Terms and Conditions” checkbox and “Confirm.”

THIS IS A TEST SITE

Transactions will NOT be processed

Privacy Help
Verify Payment - Sales, Use, Withholding Taxes
| 8eld fields with * are required.

Pending Payments

b Electronic check (e-check) payments are governed by the Mational Automated Clearing
e — | Flotisn fiseotiation CAGHA]. Por bl Drocection NACHA naiies eer -SUthGHG atian

| it ameened | before intiating = transaction. Below you will be asked to enter the last four digits of the

FEIN number for which you are making a payment. This antry is only required for e-check

payments and not for credic/debit card payments.

CHASE O

For your own protection, review the details ufvuumrnent and enter your Last four digits
of the FEIN or TR Number befow before choosing

Your Payment Detail
Payment Amounts $7,360.00
Scheduled Payment Date: Jan-05-2016

Amount Due: $7,360.00

Your Account Detail
Bank Routing Number: 02111
Bank Account Number: XXOOOOOOXNXXKGT 80
Bank Account Type: Checking

Bank Account Category: Business

E-mail Address*: [izazcugyaras com

Send me an email confirmation: &

Enter Last four digits of the FEIN or [L0—|
TR ber®:

Terms And Conditions

PLEASE READ AND APPROVE THE FOLLOWING AUTHORIZATION
By dlicking "I Accept”, 1 autharize Michigan Department of Treasury to electronically debit
my bank account for Ihe amcunc(s) set forth above. This authorization is walid for this
transaction only.

In the event that a payment is returnad as unpaid, I understand Michigan Department of
Treasury may charge a return item fee, up to the maximum amount allowed by law.

PLEASE PRINT A COPY OF THIS AUTHORIZATION FOR YOUR RECORDS

I accept the Terms and Conditions™:

Fiml=az= 13_7566 @ 2002 - 2016 IPMorgan Chase Bank. M 4. Srowser Beguiremests

13. You will receive a confirmation number indicating your payment has been received. A copy of the
confirmation number will be emailed to the email listed under your user profile. You may also select to print
this page for your records by selecting the printer icon on the page.

Click “Continue to the Main Menu.”

Michigan THIS IS A TEST SITE

Poweared by 1.P. M| Transactions will NOT be processed.

Privacy Help

Mansge Accounts Payment Confirmation - Sales, Use, Withholding Taxes

Pending Payments |

Payment History ‘ Thank you for your payment, Plesss allow two business days for your payment to be ‘

credited to your Sales, Us=, Withholding Taxes account.
To returm to MTO simply close this window,

CHASE O

Please keep a record of your Confirmation Number, or print this page for your )
records. =

Confirmation Number: XF48US000002330

Confirmation Date (ET): Jan-04-2016 04:51: 10 PM

Your Payment Detail

Payment Amount: $7,260.00
Scheduled Payment Date: Jan-05-2016

Amount Due: $7,360.00

Your Account Datail
Bank Routing Number: 02111(
Bank Account Number; XOOOO0DOKX XXX 6789
Bank Account Type: Checking

Bank Account Category: Business

E-mail Address *: j1234blugyahoo.com

Plaase keep 3 record of your Confirmation Murmber, or print this psge for your

Continue to Main Meno

Relzaz= 13_7966 © 2002 - 2016 }PMargan Chzs= Bank, N.&. Sr




You have now been routed to the pay site main menu. On this menu you can add, edit, or delete an eCheck or
credit/debit card accounts, view, edit or delete any pending payments and view previous payment history.

Michigan THIS IS A TEST SITE

Powered by 3.7 M Transactions will NOT be

Privacy Help

CHASE o | Menage Accounts I add, Edit and Delete vour sccounts.
| Pending Payments | Wieww, Edit and Delets wour pending payments.
| Payment History I Wieww ywour payrmeent history.

Relma== 13 7FTO&S & 2002 - 2016 FPMorgean These Bank, M_A. Srowssr Seguirements

To return to MTO, close the pay site by selecting the “X” at the top of the page.



VA Contact Us

If you have additional questions that were not answered using this Learning Series, please call the Michigan
Department of Treasury at 517-636-6925.

The MTO Business website is currently being revised to include updated information on MTO and the changes
to SUW that will begin in January. The website can be accessed here: www.michigan.gov/mtobusiness.




